Standard Operating Procedures — Good Conduct Medals
1. REFERENCES:
a. Military Awards, AR 600-8-22, Chapter 4, dated 25 February 1995.
b. Unfavorable Information, AR 600-37, dated 19 December 1986.
c. Local guidance.

2. PURPOSE: To outline the basic standard operating procedures and clarify rules for processing
the Army Good Conduct Medal (GCMDL). It is linked to AR 600-8 series and provides the
standards and steps governing all work process prior to the issuance of the Army Good Conduct
Medal. This SOP is not all-inclusive

3. RESPONSIBILITIES:

a. The unit PAC/S1 will no longer be required to submit the Good Conduct Medal Suspense
Roster (AAA-199). Good Conduct Medal orders will be automatically generated through
information retrieved from TAPDB, which is sorted by MSC, unit, and name on the ePortfolio
database. All MSCs are required to request a password to gain access to the ePortfolio database,
which can be accessed at https://144.59.105.150/eportfolio/. Units should continue to print the
AAA-199, Good Conduct Medal Suspense Roster along with queries for Soldiers with blank
GCMDL dates. Unit S1s will ensure the AAA-199 is printed and signed by the commander
monthly and filed along with the ePortfolio roster in the unit files.

b. When a Soldier is overdue the Army Good Conduct Medal award, the unit PAC/S1 will
submit a memorandum routed through the company level commander for signature, authorizing the
award of the Army Good Conduct Medal.

c. In instances of disqualification as determined by the unit commander, the commander will
prepare a statement of rationale for the decision. This statement will be referred to the individual
according to AR 600-37, paragraph 306. The commander will forward the statement along with the
individual’s statement of rational to the PAC/S1. The PAC/S1 will forward the memorandum to
the servicing PSD prior to the suspense date each month. A copy of the disqualification statement
will be provided to the Enlisted Records Section for filing in the MPRJ. The MPRIJ custodian will
forward a copy to Commander, Human Resources Command Indianapolis, Indianapolis, IN 46249-
5301, for permanent filing in the individual’s OMPF. The MPRJ custodian will also annotate the
Soldier’s DA Form 2-1, item 27 with the following statement, “NFC for award GCMDL-ARMY
(Date), IAW AR 600-37.” A GCMDL eligibility date transaction will be submitted in eMILPO.

d. The Personnel Service Detachment (PSD) Good Conduct Medal Section will maintain an
orders log, which will reflect the order number of the award issued, Name, SSN, Unit, date of
orders and period end date. Units must ensure that the Soldiers have not received a Good
Conduct Medal previously, or that the name was not turned in on a previous roster.



e. Retroactive awards to enlisted personnel and to officer personnel who qualified in
an enlisted status is authorized provided evidence is available to establish qualification.
Retroactive awards to enlisted personnel, which cannot be processed due to lack of information
available will be forwarded to: Commander, U.S. Army Enlisted Records and Evaluation Center,
Fort Benjamin Harrison, IN 46249-5301, by the unit commander. Upon receipt of the eligibility
information from USAEREC, the commander can take action to confirm the retroactive award or
by informing the Soldier of findings of ineligibility. The approval memorandum from
USAEREC will be forwarded to the PSD for issuance of orders.

f. PSD Good Conduct Medal Clerk will ensure all Soldiers who will ETS with at least 24
months, but less than 36 months time in service are issued Good Conduct Medal orders prior to
the Soldier receiving their DD Form 214.

g. PSD Good Conduct Medal Clerk will prepare Good Conduct Medal orders 90 days in
advance of the schedule award date. This should assist the unit’s S-1/PAC in determining any
outstanding orders that have not been processed. The GCMDL signature authority will review
and sign all orders.

h. PSD Good Conduct Medal Section will prepare and submit eMILPO transactions daily.
Transactions cannot be submitted prior to the effective date. The orders log will serve as a
tracking log for transactions. The following steps will be followed for submitting Good Conduct
Medal transactions:



Droaitmenu Mictosolt inteet bploter

E-MILPO Maln Menu
&8

T™ Use Single SSN Last Succeasful Logon: 20040224@15:36
Porsonnel Services P i Agcoonti Promotiams
Emesgency Notiicaton Arivel 15 Schekin Eriemyg Erifwedt Reckucton
Perserel (i atmerenent <5 Brietg Anerence Laterst Apporirmert
Barvcatdiscelaneous Dates Sictting EED D N Promotion
Wiltary Spousse (MACP) Dy Status Deny Promution
Famiy Member wat Bsprer Swpeciel Category Prosmoton
Ack Rostore Rovakn Pravious Rk
svicusl Awsedy Reserve Component Accouning Correct Tte OF Rerk
Saracements Group Life e PARDFS ¢ Fark History
Eauoation [ Trenghionfoa Ertistid Advancement Report (ARA-117)
Lol i PCS Depwture 5 Ertoted Promotion Report (AAA-284) -
Flakd Dotermennd Securty Staus.
Caznanip
Profersond Cefcston .,
o Resainers Viormow
Assigment Congideraons s k2t A N
Tost e Rescource Auhoxizations Repcrt (UMR)

MRy Occupationsl Specialy

Rendirses

Qworyens Azwgrnent Date

1. Click on <Individual Award>

1 It t xplo

individual Awards - Soidler Selection

BGEG

This page allows the user 10 build 8 soldier list for the working session. Please selact a search criterion and
omer g comesponding velus, Use “ADD™ and “DEL" 10 9dd and delete critaria then click "Search™ 1o begin,
Click "Resat™ 10 clear the fields. Chck "Cancal” ta interrupt a search.

o i
Search Criteria: ] SelectOne y] -—-——} Selacted Criteria:

d Soidiers ©  Anached Seldiers

v it ] o |

Swiact soldiers by clicking on the conesponding checkboxes in the Select Daselect column. Cick “Select® to
selact ail soldiers. Click "Dusalect” to deselact all soldiers.

« Click "OK"to procesd. Click “Clear” 1o clear the soldier list. Click “Clase™ 10 exit the page.
« Hthe search retuns muttipla pages, "Next™ and "Previoue” will be available to namgate the pages.

Yoft

2. Click drop arrow in Search Criteria. Highlight “SSN”



ndvidual Awat

Individual Awards - Soldier Selection
5B

This page sliows the ussr to buitd & soldier st for the working session. Please select a
enter a conesponding valus. Use "ADD" and "DEL" 10 sdd and delete critaria then click
Click “Resat* 10 clear the felds. Click "Cance!* fo intemupt a search

rch criterion and
arch” to begin.

ADD
Search Criteria: 15N RS .—....J Selected Crlterla:
1226331694 oL

Assignad Saldiers € Attachad Soldiers

Select soldiers by clicking on 1he comespanding checkboxes in the Selact Deselect column. Click "Select” 1o
select ol soldiars. Click “Deselect™ 1o desslect ail soldiera

« Click "ON" to procssd. Click "Clear” o clear the soldiar list, Click "Cloes™ fo exit the page

o Kihe ssurch retums multiple pages, “Next” and "Previous™ wil be available o navigaie the pags.

1 0f1

3. Enter SSN in the empty box in the bottom of SSN

rividuid Awards Solg

ton Microaoft ilemnet P o

individual Awards - Soldier Selaction
5855

This page allows the uger to build a soldier list for the working session. Ple: 1 & search catenon and
enter a comesponding vaiue. Use “ADD™ and "DEL" to add and delote criteria then click “Search™ to begin
Click “Reset" o clogt the fields. Click “Cancel™ 10 intarrupl @ search

oo [SSN - 226331694
o Selacted Criteria:

=

Ausignad Soldiers & Atached Soldiens ©

b

Search Griteria; [58186i One 2

Selsct soldiers by chicking on tha comwsponding checkboxas in the Select Desslect column. Click “Select™ 1o
select all soldiers. Chick “Desalact” 10 deselect afl soidiers.

« Click “0K" {0 proceed. Click “Claar® 1o claar the soldier fist. Click “Clese™to exil the page

« fthe saarch rstums mulliple pages, "Next™ and "Pravieus” will be available to navigata the pages.

4. Click <ADD> and SSN will appear in the Selected Criteria Window to the left.



B Indwidual Awards  Sold ol tnternet Fxploror

individual Awards - Soldier Seloction

sslect a search criterion and

This page allows the user to build s acidier ist for the warking session. Ple:

‘enter a corresponding value. Use “ADD™ and “DEL" 10 add and dalete crit an click “Sesrch” ta begin.
Click “Reset” 1o clear the fields. Chick "Cancei® to interrupt a search.
SSN : 226331694
Selacted Criteria;

Select saldiers by clicking on the corresponding checkboxes in the Select Deselect column. Click “Select” to
salect all soldiars. Click “Dasalect” 10 desslect all soldiers.

» Click “OK" to proceed. Click "Clear™ to clear tha soldier list. Click “Closs™ to exit the page.

« lfthe search relumns multiple pi *Next" and "Previous™ will be available 1o navigate the pages.

Page 1 of 1

Ingividuat Awards - Soidior Soloction
5EE6

T page alows the uter o i 8 o it o e working session Plesse sokict & search crterion and
responding valus, Use "ADD* and “DEL 10 add and delste criteria thon click "Ssarch™ to begin.
Clck uswat-10 clas e felde. OHek Cancal-1s interrupt & search.

Search Criterta:

AR i SSN : 226331634
SelectOne ¥ ~d  Salacted Criteria:
Assigned Soidiers & Attached Soldiess s

Saleci soldiers by clicking on the cosresponding chackboxes in the Selsct Deselect column. Click “Select” to
setect ali soldiers. Click “Desslect” 1o deselect all soldiers.

+ Ciick "OK™ 10 pracaed. Chick "Claas™ 1o clear the soldiec list. Click “Cloas™ to exit the page.
« Hthe sesrch relums mulliple pages, “NeXT™ snd "Pravious” will ba avaitable 10 navigals the pagae.

4 §PC TAYLOR, TIMOTHY 226331694

6. Click Select/Deselect Field or click the empty box and a check mark will appear in the empty box.
Click <OK> command at bottom of the screen



B Indvidual Awards Listing Micrusott intermet | xploser

Individual Awards - Listing
Tyt

LR K-

This page displays lhe indduat awards recorded for the selscted soldier. The user can updats of remave an
axisting award by selecling the Action in the canesponding micklist. Chack the carmespanding checkbox to add
an award or to update madal shgibility dates.
o Click “Submit* to proceed. Click “Next" to proceed without saving. Click "Close” to sxi the page and
10mineta the working session

: Action id Typs

{[Seiecione 3] | NATIONAL DEF SVC MEDAL
| setecione %] USA OS SVC RBN
[Select One =] USA VC RBN

{[Selectone ] US ARMY ACHIEVE

T~ Add Indvidusi Award T~ Update Medal Eligibility Dates

Individual Awarss - Listing
GE6

Thie page dinplays the indwidusl awards recorded for the aelected soldier. The user can update of ramova an
oxisting sward by sslecting the Action in The conesponding picklist. Check the tomresponding chackbox to add
an sward or (0 update medal eligibitty dutee,
» Click “Submit™ ta proceed. Click “Next” 16 procesd without saving. Click “Closs™ 1o exit the page and
torminmte tha working session.

[Saiact Ona =] 20010911
TSeiecitne 3 | " UBACESVCREN "~ 20020102
[Seioc One =] y USA SVC REN 20020308
b G R NV oo

I~ Add Indmidual Award 7 Update Medal Eligibilty Dates

S e

8. Select the empty box labeled “Update Medal Eligibility Dates” in the middle of the window

Click <SUBMIT>



B Mol E bty Lty L xplotr

individual Awards - Soldior Data
-

Tiia pege wows the user 1o update made) ewsrd eligibiy dates for tha velncted saidior. Placse enter or select
the recuested dats.

« Click “Submit* 1o seve the cumnt record. Click "Next” to skip thin soldier
» Click "Cloms™ 10 #xit the page end return o tha Listing page

Buslc Active Servics Dste: 20011004
Lawt Good Conduct Mesal Awant Date:

Good Conduct Madal Ellgihiiity Date: 20041003
Armei Forces Reseivo Medat Eligibitity YeMa:

9. Update the Good Conduct Medal Eligibility Date IAW the Good Conduct Medal Orders
Click <SAVE>

T trotevdiaal A s Dbt - Mictosoll bntersl 1 aplorer

individus] Awsards - Listing
® e

This page displeys the irards racorded for Ihe saincted soldher. The user can update ar rar

indreduat move wn
axinting awsed by seiecting the Action in the comesponding picklist. Check the carasponding checkbo 10 add
an award o 10 upduto mede shbidy datee.

« Chick "SubmM" to procesd. Click “Next™fa procesd without saving Chick “lase™ lo axe tha page and
Torminate the working session.

Bard Tyn

HETr: M

NATIONAL DEF SVC MEDAL 01081

{SeieuOna ] | USA OS SVC REN 20020102
[Seinaone 3 | USA SVC REN 20620306
{Seiectone 2] US ARMY ACHIEVEMENT MEDAL 20050629

I Add sndradusl Awarg T~ Update Medal Eligibilny Dates

Pt B .. |

10. Click <CLOSE> to return to main menu of eMILPO



Appendix 1 — Sample Good Conduct Medal Order

DEPARTMENT OF THE ARMY
A DETACHMENT, 516" PERSONNEL SERVICES BATTALLION
UNIT # 15316
APO AP 96205-5316

Permanent Orders <JULIAN DATE - NUMBER> <DATE>

<NAME> <SSN> <RANK> <UNIT NAME> <UIC> APO AP 96205 (REPUBLIC OF KOREA)
Announcement is made for the following award.

Award: ARMY GOOD CONDUCT MEDAL <NUMBER AWARD>
Date(s) or period of service: <TIME PERIOD>

Authority: AR 600-8-22 para 4-3

Reason: For exemplary behavior, efficiency, and fidelity in

Active Federal Military Service.

Format: 320
FOR THE COMMANDER:
JULIE REYES
CwW2, USA
Military Personnel Officer
DISTRIBUTION:
<NAME> (1)

CDR, <UNIT NAME> APO AP 96205 (1)
CDR, USAEREC, ATTN: PCRE-FS, 8899 E 56" ST. INDIANAPOLIS, IN 46249 (1)
CDR, A DET. 516™ PSB, ATTN: EAPC-UA-A, APO AP 96205 (1)



Appendix 1 — Sample Good Conduct Medal Order Amendment

DEPARTMENT OF THE ARMY
A DETACHMENT, 516™ PERSONNEL SERVICES BATTALION
UNIT # 15316
APO AP 96205-5316

Permanent Orders <JULIAN DATE - NUMBER> <DATE>
<NAME> <SSN> <RANK> <UNIT NAME> <UIC> APO AP 96205 (REPUBLIC OF KOREA)
The following order is amended as indicated.

So much of: Permanent Order 191-002, A Detachment, 516" Personnel Service Battalion, APO,
AP 96205 dated 10 JUL 03

Pertaining to: USA GOOD CONDUCT MDL

As reads: <award, date period of service>

How changed: Is Amended to read: <award, date of service>

Authority: AR 600-8-22, para 4-3

Format: 700
FOR THE COMMANDER:
JULIE REYES
CW2, USA
Military Personnel Officer
DISTRIBUTION:
<Name> (1)

Cdr, 0008AGPERS CMD, APO AP 96205-0097 (1)
Cdr, USAEREC, ATTN: PCRE-FS 8899 EAST 56" ST INDIANAPOLIS, IN 46249 (1)
Cdr, A DET 516' PSB, ATTN: EAPC-UA-A, APO AP 96205 (1)



Appendix 3 — Sample Good Conduct Medal Order Revocation

DEPARTMENT OF THE ARMY
A DETACHMENT, 516" PERSONNEL SERVICES BATTALION
UNIT # 15316
APO AP 96205-5316

Permanent Orders <JULIAN DATE - NUMBER> <DATE>
<NAME> <SSN> <RANK> <UNIT NAME> <UIC> APO AP 96205 (REPUBLIC OF KOREA)

The following order is revoked as shown.

Action: Revoke

So much of: Permanent Order <order number>, <Unit>, dated <date of award>
Pertaining to: USA GOOD CONDUCT MDL

Authority: AR 600-8-22

Format: 705
FOR THE COMMANDER:
JULIE REYES
CW2, USA
Military Personnel Officer
DISTRIBUTION:
<Name> (3)

Cdr, 0542MDAIR, APO AP 96205 (1)
Cdr, USAEREC, ATTN: PCRE-FS 8899 EAST 56" ST INDIANAPOLIS, IN 46249 (1)
Cdr, A DET 516™ PSB, ATTN: EAPC-UA-A, APO AP 96205 (1)
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Appendix 4 — Sample Disqualification Letter

LETTER HEAD

OFFICE SYMBOL
DATE

MEMORANDUM FOR Commander, A Det, 516 PSB, ATTN: Actions APO AP 96205

SUBJECT: Disqualification of the Army Good Conduct Medal

1. It is my intention to disqualify for awarding of the Good Conduct
Medal during the period of ddmmyy to ddmmyy. My rationale in doing so is

2. T am referring this action to NAME IAW AR 600-37 Para. 2-6, for
information, acknowledgment, and rebuttal opportunity. You have ten days from receipt of this
notification to respond.

COMMANDER SIGNATURE
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Appendix 5 — Sample Disqualification Memo Endorsement

Office Symbol (EAPC-UC-A/date) 1% End (600-8-22) Blame line/
POC/Tel #
SUBJECT: Disqualification for the Army Good Conduct Medal (Name, SSN)

Name, Unit address and zip

FOR Commander, Unit address and zip

1. This is to acknowledge that I am being considered for disqualification of the Army Good
Conduct Medal for the period of ddmmyy to ddmmyy because of

2. 1 have elected not to submit written rebuttal or matters to be considered in the decision
making process.

Soldier Signature
SSN
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Appendix 1 — Sample Disqualification Memo 2nd Endorsement

Office symbol (EAPC-UC-A/date) 2d End (600-8-22) Blame line/
POC/Tel #
SUBJECT: Disqualification for the Army Good Conduct Medal (Name, SSN)

Commander, unit address, zip
FOR Soldier, unit, zip
1. Soldier’s name, this is to inform you that I have disqualified you from receiving the Army

Good Conduct Medal for the period of ddmmyy to ddmmyy for offenses that you committed
during this time frame and for the disciplinary actions taken against you.

2. I have taken into consideration all facts surrounding your case.

3. A copy of this correspondence will be forwarded for inclusion in your Official Military
Personnel File (OMPF) and to be place in your Military Personnel Records Jacket (MPRJ)

Commander Signature
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